1836 (Rev. 11-04) . Identification PT-11015
Treasury Documentation Procedure
.. C s . . Effective Date 1-1-2008
Subject: Individual Liability Card (Travel Credit Card), Obtain
Replaces New
For: EMPLOYEE HANDBOOK Also See:
Page 1 of 6
Cardholder Note: The Individual Liability Card program was established for Treasury
Applicant employees whose position descriptions require travel. These cards are

for travel-related expenses only. JPMorgan Chase is the vendor for
these cards.

WHEN: As Needed

Supervisor
Departmental
Analyst, FAD

Cardholder
Applicant

Supervisor and
Cardholder
Applicant
Supervisor

Departmental
Analyst, FAD

Card Administrator,
DMB

1.

Requests an Individual Liability Card with a written memo to supervisor
describing cardholder applicant’s need for the card, including:

A. Position description

B. Estimate

C. Frequency of use

D. Other information that demonstrates a need for the card.

Contacts Finance and Accounting Division (FAD) and requests an
Individual Liability Card application.

Sends the Individual Liability Card application to requesting cardholder
applicant.

Completes the Individual Liability Card application and submits to
supervisor.

Reviews the (Appendix B) - Policy Summary and signs the Policy
Summary. (Sees example A.)

Submits the Individual Liability Card application, memo and approved
Policy Summary to FAD’s Departmental Analyst.

Copies the Individual Liability Card application, memo and Policy
Summary for FAD files.

Submits the original Individual Liability Card application and memo to the
State Individual Liability Card Administrator, Financial Services Division,
Department of Management and Budget (DMB).

Forwards the Individual Liability Card application to JPMorgan Chase for
processing.

Approving Signature
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Card Administrator, 10. Receives the Individual Liability Card from JPMorgan Chase.
DMB (cont.)
11. Sends the Individual Liability Card to the cardholder applicant’s home
address, along with a Cardholder Manual and (Appendix A) - Cardholder
Agreement. (Sees example B.)

Cardholder 12. Reviews the Cardholder Manual and (Appendix A) - Cardholder Agreement
Applicant and signs the agreement, indicating the card was received and that
cardholder applicant will abide by the policies of the card.

13. Returns signed Cardholder Agreement to Card Administrator at address
indicated in the Cardholder Manual.

JPMorgan Chase 14. Sends monthly credit card statement to the individual cardholder applicant’s
home address for payment.

Cardholder 15. (Required) Pays entire bill amount every month.
Applicant
WHEN: Monthly

Departmental 16. Runs the Cardholder Status Report, indicating any cardholders whose
Analyst, FAD accounts are 30 days delinquent, which includes:

A. Cardholder’s name

B. Last four digits of card number

C. Open date of card

D. Credit limit

E. Amount available

F.  Amount 30 days delinquent

G. Card status.

17. Distributes the Cardholder Status Report to cardholder’s supervisor for
appropriate action.

Supervisor 18. If account is 30 days delinquent, notifies cardholder of the delinquency. (It
may be possible individual is traveling on business and was unable to make

payment.)

19. If account is 60 days delinquent, notifies cardholder in writing if a
garnishment is to be processed.

Note: Treasury will garnish the individual’s wages and/or travel expense
vouchers and remit to JPMorgan Chase until the account is paid off.

A. Requests DMB, Financial Services, close the account.
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Supervisor (cont.) WHEN: Upon Transfer or Termination of Employment
20. Requests cardholder return the Individual Liability Card to the supervisor.
A. Cuts the Individual Liability Card into pieces and discards.

21. Notifies the Card Administrator in writing (memo or e-mail) to close the
account.

23. If the Individual Liability Card is not returned, notifies the Card
Administrator and requests the account be closed immediately.
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Appendix B

DEPARTMENT OF TREASURY
INDIVIDUAL LIABILITY CARDS
POLICY SUMMARY

Qualified Card Usages

1) Lodging

2) Car Rental

3) Train

4) Taxi

5) Food

6) Gas for rental car

7) Parking

8) Other reimbursable State of Michigan expenses

Prohibited Purchases

1) Health, legal and medical services

2) Cash advances

3) Airfare, which should be charged to the State of Michigan Airfare Procurement
Card

4) Department stores

5) Charitable contributions

6) Automobile repairs

7) Movie tickets

8) Sporting event tickets

9) Personal gifts

10) Other non-reimbursable purchases

NOTE: FAD will monitor for prohibited purchases

Payment

Payment of the JPM Chase individual liability Master Card account pursuant to State of
Michigan contract is the sole responsibility of the cardholder. The cardholder is
responsible for the following:

1) Payoff in full the amount due for each month’s transactions as shown on the bill

2) Payoff any interest accumulated on the account

3) Payoff any fees associated with the card

4) Payoff any additional costs, interest or fees charged by the service provider for
use of the liability Master Card
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Sample A (cont.)

Note 1: Any account 30 days delinquent, Supervisor notifies the Cardholder of the
delinquency. (It may be possible that the individual is traveling on business and was
unable to make payment.)

Note 2: Any account 60 days delinquent, Treasury will garnish the individual’s wages
and/or travel expense vouchers and remit to JPM Chase until the account is paid off.
Supervisor notifies the Cardholder in writing if such a garnishment is to be processed.
(At that time, the Supervisor will request DMB, Financial Services to close the
account,)

Termination of Employment or Department Transfer

Upon termination of employment with Treasury, Supervisor will initiate a written request
to close account by contacting the State’s Individual Liability Card Administrator.
Cardholder shall return card to Supervisor who will cut card into pieces and discard the
pieces. Accounts should be closed by the State’s Individual Liability Card Administrator
if cardholder: (a) Leaves State service; (b) Moves to a new job in which they no longer
require the Individual Liability Card; or (c) Account needs to be closed for any other
reason.

By signing below, the individual acknowledges that he/she has read and agrees to the
above usage requirements of the Individual Liability Master Card.

Individual Cardholder’s Signature Date

Supervisors, by signing this form you are indicating that you have discussed with the
applicant the usage requirements of the Individual Liability Master Card. It shall be up to
the Bureau’s discretion as to how lenient they want to be with the exceptions.

Supervisor’s Signature Date
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Appendix A

CARDHOLDER AGREEMENT

REQUIREMENTS FOR USE OF INDIVIDUAL LIABILITY CARD:

12 The Individual Liability Card must be used in accordance with the provisions of
the Individual Liability Card Program Cardholder Manual and in accordance with
procedures and guidelines established by your Agency for the Card’s use.

2. I understand that my JPM Chase Liability account Master Card is to be used only
for business expenses incurred while on official State of Michigan business.

I understand that payment of my JPM Chase individual liability account Master Card
pursuant to State of Michigan Contract is my sole responsibility. If any amount in my
account is past due by sixty (60) days or more, I authorize the State of Michigan to
deduct the past due amount from my paycheck and remit it to JPM Chase. I understand
that all transactions, late fees and interest charges are my responsibility and will not be
paid by the State of Michigan. The State of Michigan will notify me in writing if such a
deduction is made.

Violations of these requirements may result in revocation of use privileges and/or
disciplinary action, up to and including termination of employment. Employees who are
found to have inappropriately used the Card will be required to reimburse the State of
Michigan for any costs the State of Michigan incurred associated with such improper use.

Individual Liability Card Account Number:

| Received by:

Name (Please Print)

Signature:

Date:

‘n
-’ ypMlorganchase

End




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.5
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
    /TimesNewRomanPS-BoldItalicMT
    /TimesNewRomanPS-BoldMT
    /TimesNewRomanPSMT
    /Times-Roman
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


